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RecoBaaendatlon Ho. 1 

ELlsinat e the FE/Division IBM system and release the eq^psent (Card 
i inch and Sorter) presently utilized by the TS& Unit for record and repor > 

the DD/S 8CA-501 System tataMl eperation. 

(Target Date - 1 October i 960 ) 

Justification; 

An analyses of the various uses to vhich Sdl- 

put, revealed that the major reasons Justifying its existence vere { 1 ) 0003 . 
tional items of information mere coded (date of grade and rotatiw dates 
field ■ T rrrff'rr nAl ) . (*) f**®«uancv of tabulations was greater, and ( 3 ) the in- 

Sh^tS that foumd on lietlnffs end reports prepared 
hy MRD and distributed by the Office of Personnel* 

Discussions with representatives of the Office 
vealed that the types of information to become 

will fulfill adequately all of the requirements presently levied on th 
Sit. in addition, th£ 501 System with 

will be able to upgrade the timeliness of the information ^ ^{g****®' 

as we ll as provide for more frequent submission of such registers and s 

toaries to the Area Divisions. 

Bus elimination of the Division IBM systeB vm release evlpomnt oo.t- 
iae $130.00 per month and make available e considerable 

fa? other test.. Subsequent recamendatlane outline areas uhere a portion of 
these available manhours may be utilizeds 

Recommendation Ho. 2 

Pending activation of the Agency JSDP personnel facilities and P^dures, 
modify the present T&R procedures only to the extent necessary <-ompa 

vithtfae new Agency system. Primarily, this means the elimination of 
cStein mSor features which will not be available under the new system. 

Justification: 

With the target date for conversion to the EDP system so near at band, 

extensi™ toterimthanges in the existing system ^ ied 

effort would be undesirable. However, the present PE system can . 4 , modified 
eo that Division’ a conversion to the new system will be ac ^^' h ^ 
almost no changes at the unit level in the procedures recommended in this 

Study. (Recommendations 3 *od 4) 


Approved For Release 2001/04/23 : CIA-RDP61 T OQ9p0AOOO1OO13OO14-2 



Approved For Release 2001/0 


JMi/ fi&UilctooL 


A0001 001 3001 4-2 


Recommendation No, 3 

Specific changes recommended in T&R responsibilities and tasks in the 
period before conversion to the Agency EDP Personnel Procedures are as 
follows: 


a. Discontinue punching the following Information: 

(1) Fitness report dates (now controlled by 0/P on a scheduled 
basis). 

(2) PSI date (not essential and date of grad© permits computa- 
tion, if desired), 

b. Discontinue use of Status cards as pending file for Personnel Action 
and Fitness Reports. (See related procedures for proposed follow up 
controls.) 


c. Transfer the file of 1152 fanfold forms to the units for inclusion 
in the soft folder. This p re typed form is being discontinued under 
the SDP procedure so the need for a file will be eliminated at that 
time. However, there are some immediate advantages in making the 
change now. (See procedure for Personnel Actions.) 


d. Discontinue the following reports which can not be prepared from 
the Status cards if Recommendation No. 1 is adopted. 


(1) Division monthly alphabetical list of employees. (Use cen- 
tral locator for such reference.) 


25X1X1 
25X1 A8a 


| 

| 25X1X1 
25X1 A8a 



(Duplicates records 


(3) Quarterly statistical report, (Although there are some differ- 
ences in the type of information, statistics by Division are 
prepared by o/p and can be obtained by the Division via the 
S.S.A.) 


Discontinue maintenance of central lies, 

(Decentralized holdings of each Unit complemented by the centralized 


holdings of 


are considered sufficient. Additional holdings 
require additional manhours for maintenance . See Recommendation No. 
5 a (5) for comments res Unit Records.) 


f. Discontinue preparation of Bio-Data sheets by FLexowrlter for GS-10 
and below. Adoption of a system similar to that used by the O/P for 
055-11 and up should better serve FE purposes. If this recommendation 
is adopted, T&R should prepare Bio-Data sheets from all the tapes now 
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to file. The Waits would file Bio-Bata sheets to the soft folders, 
and the tapes could he destroyed. She Units would add to the data 
sheets as necessary and reproduce copies by Thereof ax. If this 
should ever be necessary. They should also use Form. 1200, Biographic 
Profile, for any new cases to which a suawary of Bio-Data is needed. 

g. Release the Fleseowriter for use elsewhere to DD/f*. approxi- 

mately $2,000 Machine is used to only a fraction of its capacity, 
oven with the present Bio-Data Sheet procedure. Its other uses are 
for special reports which could Just as well be prepared on a stand- 
ard typewriter. 

h. Assume responsibility for document control functions, as outlined to 
the various Procedural attachments . 


Recoaaendatlon Ho. 4 

Further specific changes to ®SR responsibilities and tasks after conver- 
sion to the Agency EOF Personnel Procedures are as follows: 

a. Discontinue Maintenance on all files of IBM cards. It is sug- 
gested that they be held for a three Month trial period and then 
destroyed. 

b. Release t he IBM Sorter, Punch, end Tabulating Machine boards. 

c. Reevaluate the necessity for retention of Tm as a tbit. 


RecoMweadatlon go. 5 

It is recoiaaended that Mtotiaua and standard Personnel (bit records be 
established. 

a. The specific records which it is reeassentei that the Chits 
retain are: 

(l) Soft folders for all SA, BE and CE. toeae fodders should 
contain correspondence and documents related to each individ- 
ual as needed for preparation of travel orders, correspondence 
or consider at ion for personnel action, toe folders should be 
screened periodically to reduce holdings and forwarded to the 
ga inin g Division when the individual is reassigned or to the 
O/P if tormina ted. 
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( 2 ) 


25X6D 
25X1 A2d1 


Machine Lists - 'The present lists prepared try T&r and the 
future lists to be prepared on the RCA«$Q1 provide a cur- 
rent record of personnel and positions brought up to date 
(xi a monthly basis. This should adequately serve for uni- 
fied control and reference requirements. A supplemental 
/listing shouldbemanuallyprepared and maintained by the 
| Unit servlng^^^^^l^^H^^fflbracing the same type of 
\daia on ^^^^^^■persoraST^ 


(3) Chrono "Out” Pile - This should be a temporary desk file 
consisting of a carbon copy of all "out” dispatches and 
cables* When the comeback copy is received, destroy the 
related chrono copy and file the comeback copy In the soft 
folder or respective subject file. 


(h) Process Out Folder - This should consist of a single folder 
for the papers related to all personnel in processing out 
status as well as a standard processing control form on 
each prooessee, (Recommend adoption of format presently 
used by three of the Units.) 


- This should consist of 11st- 

25X1X1 ings and 3"x5 n cards, cross referencing true names to pseudos 

and visa versa. Present records, maintained by five of the 
25X1 A Units Qj^/heeldex^s^ar^r^io^^^H^^security require- 

RID has the capability to prepare the initial numerical list- 
ings and 3 *x 5* name cards from the present IBM cards maintained 
by the ThR Unit. 


25X1 A8a 


(6) w Out” Dispatch Number Control - A aeries of dispatch numbers 
assigned each unit an^crossed off as used. When a new series 
is requested from the prenumbered Dispatch Control, 

Form 59-lUO, should be substituted for the typed list main- 
tained by most units. 


(?) Log for Official Personnel Folders (3 n x£" cards) - Control 
by posting to 3" *5" cards. Five of the six units are using 
a variety of letter size forms for the purpose, but the cards, 
maintained in alphabetical sequence, are easier to refer to. 


( 6 ) Subject Files - To include general category type documents not 
directly related to an employee, i.e.t strength reports, lan- 
guage proficiencies, manning tables, planning papers, cover 
documents, miscellaneous correspondence, etc. Requirements for 
such files may vary somewhat between units because of variations 
in ©over requirements and types of personnel serviced, but gen- 
erally should be limited to those documents absolutely necessary 
for providing services to the respective Branch and Stations. 
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la. Records which It Is recotanended that the Unite eliminate are 

as follows : 

(X) Eardexes - implicates Information available in soft files 
end. on FCR. 

(2) Cable and Dispatch Chrono files - duplicates records Main- 
tained in soft file or subject files. 

(3) Dispatch Abstract files - lefereace frequency end purpose 
do not Justify time and effort expended for Maintenance of 
these records. 

(4) Pr emotion Control lo g - duplicates iaformtion obtainable 

v from other sources, l.e.: branch rankings, CMC Minutes and 
\ rankings, notifications from pansls of CSB action, dispatches, 

etc. 

Justification ; 

Analysis of the present unit records not only revealed Many differences 
in the types, format and purpose of record holdings in each unit but also 
' revealed duplication within each unit of the mm basic record information. 
Standardisation of record holdings by each unit would define the minimum 
record requireiaesnta for performance of duties and provide tor less disruption 
at activities when assigning new personnel or Then reassigning personnel 
between units. 
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